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PART 1 - Federal Travel Regulations (FTR) Guidance
Internal Revenue Service (IRS) Publication 463 states that long term assignments in excess of one year at the same location are considered to be income by the IRS. NASA, as an employer, is obligated to report all Extended Temporary Duty (ETDY) travel reimbursements as income to the employee from the point that it can be reasonably determined that the assignment will exceed 365 days. Consistent with Federal Travel Regulation (FTR) 310-11 Subpart F, each tax year NASA will send an explanation letter and certification forms package to employees who received a Withholding Tax Allowance (WTA) on taxable travel expenses during the previous year. Employees who receive taxable reimbursements for an ETDY assignment are required to submit a claim for the ETDY Tax Reimbursement Allowance (ETTRA). Failure of the employee to comply with this requirement will preclude the agency’s payment of the WTA and the entire WTA will be considered an excess payment in the absence of a properly submitted ETTRA claim.
 
Withholding Tax Allowance (WTA)  - The WTA, paid in Year 1, covers the employee's Federal income tax withholding liability on covered taxable reimbursements received in Year 1. The amount is computed by applying the withholding gross-up formula prescribed in FTR 302-17.24(b) (using the Federal withholding tax rate) each time that a Federal withholding obligation is incurred on covered moving expense reimbursements received in Year 1. Grossing-up the Federal withholding amount protects the employee from using part of his/her ETDY reimbursement to pay Federal withholding taxes. 
  
Extended TDY Tax Reimbursement Allowance (ETTRA) - IRS Publication 463 states that long term assignments in excess of one (1) year are considered to be income. NASA is obligated to report all reimbursements as income to the employee from the point it can be reasonably determined that the assignment will exceed 365 days (NPR 9700.1, Appendix A, §301 11.201). ETTRA is an allowance to reimburse employees for substantially all of the additional Federal, state, and local income taxes incurred as a result of an ETDY assignment. You must file an ETTRA claim to ensure you have been properly reimbursed for your taxes. There are certain instances in which an employee will incur a zero or a negative amount on their ETTRA voucher. If the ETTRA calculation results in a negative amount, the employee must repay that amount to the Government.  
 
Consistent with §302-17.30 - The employee is required to submit a claim for the ETTRA and to file the tax information for Year 1 specified in FTR 302-17.63 with his/her agency in Year 2 as specified in 302-17.64, regardless of whether any additional reimbursement for the ETTRA is owed the employee. If any action occurs 
(i.e., amended tax return, tax audit, etc.) that would change the information provided in Year 2 by the employee to his/her agency for use in calculating the ETTRA due the employee for Year 1 taxes, this information must be provided by the employee to his/her agency.
PART 2 - Employee Acknowledgment 
My signature below indicates I have read the following agreement and that I will execute my employee obligations described within FTR 302-17 concerning this requirement in an expeditious manner when directed by NASA. 
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